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INSTRUCTIONS: S_ufuplicaﬁon No. 76—RM-1 for instructions on complating this form. Forward signed original to
Department of Archives and History, Records Management Division, 330 Capitol Avenus, Atlanta, Georgia, 30334

Attention: Scheduling Section, B8/026-f
FOR AGENCY uSE 1. Agency Address - FOR RECORDS MANAGEME
Application Date Georgia Department of Education Apptication Number s
Office of Evaluation and Personnel Devel 8 C]._ 032
Apeiication Narber opment, Personnel Development Division .
Teacher Recruitment Office : D“'R“l' "o" 1989 Dete Compietad
1858 Twin Towers East, Atlarta, GA.30334 | MAY 903 JUN 12 1909
2, P.lrwntoContlet . : Working Titls - Telaphone Number
Linda Jordan 7 Coordinator 656-4339

3. Action Requestsd
a. XX Establish Retention Schedule; record will continue to accumulsts.
b. O Dispose of pressnt accumulation; no further accumulation anticipatad.

c._ [] Amend ApplicationNo...._ _______ _ Check One: [J Change; [J] Superceds: O Void
z. ?t::s of S.ﬂram 6. Records Series Tithe (followed by title used in office; if differsnt)
arHe .

1980 | to date Teacher Recruitment Available Personnel Files

8. Division and Office Function is the functi Y i a3 i

The Personnel Development Dm“stio?'l“is r@?ﬁér?&gﬂ“?‘o?—"“p%%”d%'&' ?%nartl'g%'ﬁ“adn’a"?éé n?‘c’g
assistance to local schoo] systems and post-secondary institutions in the area of staff
development, teacher education and recruitment. This division promotes research, development
and dissemination of new and innovative materials and procedures for staff development
programs, teacher education and recruitment. The Teacher Recruitment Unit was established to
assist Georgia public school systems in recruiting qualified teachers. This resgonsib11ity ig
met by three major services: 1. Vacancy Posting Service, 2. Available Personnel Files and

3. Job Fairs. Standard G-10-QBE requires that each system post vacancies with Teacher
Recruitment in writing at_least once each year. Teachers may obtain the vacancies posted wher
they are registered with Teacher Recruitment. Teachers may placed in the Available Person-
nel File by filling out a Personel Data Form and submitting it to Teacher Recruitment. The
Availabl?_Personnel File is set up by aub'ect or teac?ing f%e]d %Rd }istg ofRavai}%gletteacheﬁs
2e,2UPR ISR R4S HAS, UR00 NS 9uER DU R gk, P Mt monchs Teacher RecruTten

7. Record Series Description  This file contains the following documents finclude form numbers and tities, if any)-
Attach samples of the file.

Documentsrelatingto: receiving Personal Data Forms from available teachers, administrators and
service area personnel and responding to requests from local school systems for lists of
available personnel to fill job vacancies.

Included are: : . _

PERSOMAL DATA FORM {DE FORM 0988), NOTIFICATION OF EMPLOYMENT (DE FORM 0933), Log Sheet

lis in% dissemination of information to school systems, SCHOOL SYSTEM EMPLOYMENT
CARD (DE FORM 0930) and Annual Report of Available Teachers.

File is arranged: Active File contains Personal Data Forms grouped by Subject Area (3 months).

' j \ i i d by Subject Area, thereunder filed
LTaR e g, CBy a2 b Forme B o3 et ived From sohoo] Systems and
8. Monthly Refersnce Rate How often are records referrad to which are: teachers are filed by Fiscal Year.
One to six months old D211y ; Seven to tweive months aid As_neededrhirteen 10 twenty-four months old ;

twenty-five months and oider __ ___ ¢
9. Annual Rats of Accumulation of Records o
Letter-size drawers ._1___.: Legalsize chwer; _F_]___D__ Sheives __________; Other [speacify)
Current Total AccumuTatijon: 2 Lateral File Drawers R ‘.Rg
AR-S0-~71; Rev. 78 {Gver) ( T - M)




A - if not, where is it? -

b. Does the series contain canfidential information requiri i ling? If o fation. .
¥ ”ngaent'%?.ﬁdn%rmafﬁﬁ' tf) e?i' ?ﬁ‘bﬂnqtﬂted with

X ranscripts/Placement Files and other confi
X | c. lsthisavitairecord? [Personal Data Form - *Federal Right to Privacy and CFR 29-1607.31
X | d. Does this series have historical or long term research value? : ' '
X e. When one or twa documents in the file make it necessary to keep the entire file foi'- a long period, could these
documents be scheduled sengrately? : :
X f. s the info ion contained jn this series ever published f ves, attach cog
g. Is the information contained in this series ever analyzed and/or recorded in a summarized
X If ves, attach coov{Annual Report is arch%’ved by the afﬁce Heag - ?(?ﬁg&uh 82-82)

h. Is there a duplication of this series in your office, or in another office or agency?

X | i Does the record series result in a comguter printout?

11. Retantion Reguirements The following requires the series to be kepi:
a. State Law years, d. Audit period 0 years.
b. Statute of Jimitation years, e. Administrative need 2 years.
c. Federal law 2 years. f. Federal retention instructions 2 years.

Attach copy or excert of laws or regulations. Explain administrative need, .
Personal Data Forms are used to prepare an Annual Report an the number of people using the

service by Primary Teaching Field and Residence. . ]
CFR Chapter 29-1602.31 requires records to be kept 2 years from the date of creation.

12. Approved Disposition Instructions This agency recommends that the file series be cut off at the end of each:
b O Calendar Year: M Fiscal Year: O Other then,

% Hold in the current filesarea _______ monthls) _J'___._‘vear(si: then -
O Transfer to local holding area; hoid —________vear{s); then

X Transfer to State Records Center; hoid L~ vear(s): then

M Destroy.

O Transfer to State Archives for permanent retention.

O Other (Specify} LB
&
%
' —
‘ P
~
These instructions apply to all prior and future accumulations of the series.
| Agency Head/Designee [Signature) Date - | Records Management Officer.(Signature) Date
Ll 5L e \i0lasfss |ty Daliny __ iofasfss
8816 2.8 -0 _ State Records Committes (Signature) Date
1 Recommendations in para- g i
graph 12 are approved, State Auditor/Designee / 2% 37
{1f disapproved, attach letter ] . - ,
of explanation.) Secretary of State/Designee %d,u)p W 6/
—tf—f
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